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8.0 Documentation and Records

8.1 GENERAL REQUIREMENTS

The reliability of a Quality Assurance Program depends upon a
conplete witten description of the Quality Assurance activities.

It is necessary to docurment the quality assurance activities for
the follow ng reasons: (a) outlining responsibilities and a tine
frame for performng specific quality assurance tasks and
detailing followup action required to elimnate identified
deficiencies shall unify the thinking of those involved with the
qual ity assurance program (b) program managers and staff shall
not have to rely solely on word-of -rmouth descriptions of quality
assurance policy and coomitnents; and (c) accurate data shall be
generated by the nonitoring programand the validity of this data
can be denonstrated at a | ater date.
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8.2 DATA PROCESSING: REDUCTION, MANIPULATION, AND STORAGE OF
DATA

Adequat e precautions nust be taken during the reduction,
mani pul ati on, and storage of data in order to prevent the
introduction of errors, or loss or msinterpretation of the data.

A, Proper checks shall be nmade at all data handling points

bet ween the anal yst (who determnes the data val ues) and the
i ndi vidual who enters the data into the data storage system
i ncl usi vel y.

1. Al data nust be recorded clearly and accurately on all
field or laboratory bench data sheets, and be periodically

checked.

2. Al data nust be transferred and reduced fromfield and
bench sheets conpl etely and accurately, and be periodically
checked.

3. Al field and bench sheets shall be retained in pernanent
files.

4, Al data shall be organized into a standard format which

is logical and acceptabl e.

B. An acceptable data storage and i nformation systemshall be
used. This systemshall be capabl e of:

1. Receiving all properly reduced data X

2. Screening and validating all data to identify and reject
outliers, errors, or otherw se unacceptabl e dat a;

3. Preparing, sorting, and inputting all acceptable data
into the data storage files; and

4. Making all data readily available to potential uses.
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8.3 RECORD MAINTENANCE

Record nai ntenance is the responsibility of the DEQ Data
Managenent Coordinator. DEQ currently enpl oys the STCREASE data
managenent system Al records shall be retained for at |east

seven years.
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8.4 BIODATA SYSTEM

The Biodata System (BICD) is a conputerized systemfor nanagi ng
peri phyt on speci es conposition and comrunity structure data, al ong
with related environmental data and supporting sanpl e infornation.
BIGD is designed to generate a variety of reports that are useful
in assessing the biological integrity of surface waters where
peri phyt on sanpl es have been collected. BICDis installed on
dBASE |11 software in the |ocal area network of the Water Quality
Dvisionin Helena. For nore informati on about Bl CD, contact the
Informati on Systenms Specialist at DEQ
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